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0ffice of Personnel
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1. mm ?ﬁéiﬁomh

 Selection, assignment development pzrfamce avaluation
Counseling and exit interviewing
Amlysmg snd coding quaiiﬁcatim

b. Employee Servicas

Pand raising
Camalty affairs, personal emergency, retirement

c. Posgition Evaluation b Classification
d. Procesaing & Record Keeping

Actions, position inventory, spplicant and eagloyee
files, applicant correspendence, statistics and re-

. ports.
2. FUNCTIONS ~ Unusual or non-traditionals
a. PFulleseale recruiting throughout U.S.

be Central processing for official travelers
personngl, finance, security and legistics

¢. Administrstion of contract personnel
standard and speclal agrzements

d. Adainistration of military personnel
includes liaison on all ailitary matters

%. Adninistration of {nsurance program
fesue of policles, collection of premlums, adju-
dication of cleims on 12,043 policlies of 'six
different types.

3, PUECTIONS - Administrative:

Seoretoriat for Career Council, Honor Awards Bd, and
Select fon Bd., Development of Pollicy & Programs, Staff
and 1liaison with Clandestine Services,

#&ﬁal support for JOT program,
airwtot of Personnel Office eperation, admin. and coord.,
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(1) Exception to the usual arises from hemvy over-
seas rotation, including TDY, processing of
security clearances and personal contacts due

to securily
L. Interim Assigmsent Section
Se Pmim- Traditional

s. Placement 3 Assignment

1986: - 3407 Lateviews on selection, placesent, rote-
tion, development, parformence, counseling.
- 1779 interviews, pre-exit and exit.
A1l employees: maintenance of qualification registers.

b. Bmployee Services
¢c. Pogition Zyaluation b Classification
1956 = 4116 position surveys and 1142 position revieus

uege board for craftsmen
urket surveys

d. Processing & Record Reeping
25X9A2 19564

actions {appts.,sepsrations, promotions
reagsigments, step Increases, ete. )
111,688 pleces fllad.

19561 - 113,801 pleces of correspondence with spplicants,
wide variety of regular reports,
ssintenance of all personnel file - officisl
records. .
6., Production - Unusus! or non-traditionsl:

% Reerulting
1986: - Interviewed 18,019 candidates.

b. Centrsl Processing
Travel ordesrs, paﬂgorta, visas, reservations, advances,
sseurity briefing, moculations, medical exsaminations,
foraign briefings, gtc. '

¢. Adaln, Contract Personnel
1956 S contracts
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~ k37 documents issued on allowances, dif-
195 ?émtiau - cost of 1iving plus educational,
letters of suthorization for military per-
sonnel. -

4. Amin. of Nilitary Personnsl

= Al procurement
= All lisison for
reserve affalirs,

'c, Admin, of Insurance Progrowny

- L« licfes with face of $37,707 000.00.
»‘iéiﬁi. 3 mrgé 6polic!u pam_ 25X9A2

of §4,70,000.00 in 1956. ' , |
- iﬁéit.ﬁmi policies on travel, income replacement

and dread disease ooverage.

Te Qsmrnzé
gat imate that LSX of office is support for overssas.
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s plus militery records ;
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